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For the ESU staff to better the ESU and its area schools, it is important for staff members to continue to grow professionally and to stay current with new instructional, curriculum and technology developments.  Staff may be granted approval for professional travel to attend national, state, and regional conferences, conventions and meetings when such activities are of benefit to the ESU staff and the school districts served by the ESU.  

1.
Professional travel is established for all staff and is subject to prior written approval of the administrator. 

2.
Schedules for “out-of-state” events may be developed by the Administrator or Team Leader depending on need and finances.
3.
Written requests for Professional Leave must be submitted at least two weeks in advance.  Registrations, travel, and/or lodging arrangements are not to be made prior to administrative approval.

4.
Claims for reimbursement must be accompanied by evidence of expenditures and are to be submitted on the ESU Reimbursement Form.  Reimbursement limitations will be per Policy 4520.
5.
Professional Leave will not be subject to transfer nor will unused travel funds or professional leave days accumulate and carry over from year to year.

6.
There shall be no reimbursement for meetings and conferences of the Nebraska State Education Association or the National Education Association.

7.
Professional travel will not be granted to extend beyond the official meeting or conference dates without prior administrative approval.

8.
Any person approved for professional travel may be required to make a report to any appropriate group.  The administrator may require a written report on professional travel experiences.
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